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 This curriculum provides youth with many skills necessary to develop and maintain 

positive relationships with employers. Soft skills are a necessary component of a successful 

professional life and this curriculum will address key aptitudes, including interviewing, how to 

make good impressions, attitudes, communication skills (including technology), organizational 

skills and workplace conduct.  

 The MYT Soft Skills curriculum is intended to be facilitated, not self-instructed. It is to be 

taught with the philosophy that interpersonal skills are best learned in an interactive setting 

and not in an individual and isolated environment. The lessons include large and small group 

discussions and role play activities, with the intention that youth will learn from each other’s 

experiences as well as that of the instructors.  

 Materials include lesson plans, a facilitator’s guide for instruction, estimated 

instructional times, accompanying PowerPoint slides and a student workbook that contains 

worksheets and lesson information. Curricular lessons may be used as stand-alone modules or 

as part of a course. Facilitators are encouraged to expand the curriculum with regional and 

locally specific activities and resources as available. Also, facilitators are encouraged to develop 

partnerships with local business owners and managers who would be willing to share their 

perspectives of hiring, managing, and promoting employees in their businesses, in order for 

youth to hear how the skills they are learning through this course will translate into their 

employment future.  
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 The MYT Soft Skills curriculum is accompanied with a skills assessment that is a tool for 

students to rate themselves before and after taking the Soft Skills course, as well as for 

teachers to evaluate students’ soft skills. The intention of this assessment is for students and 

teachers to develop goal areas for further improvement, as well as to have the opportunity to 

celebrate skill mastery. By the end of the curriculum, students will be able to see how much 

they have learned and will be able to communicate to employers the specific skills they possess. 

A certificate of completion is also available for instructors to present at the end of the class.  

 The MYT Soft Skills Curriculum is relevant to all youth who are interested in improving 

their workplace skills, no matter their learning style, background, type of disability or future 

employment goals. This curriculum has a variety of activities included so that a wide audience 

can be accessed, but facilitators are also encouraged to customize lessons as needed to ensure 

that all students in the classroom are reached. Please contact a MYTransitions staff person with 

any questions or if you would like help in modifying or differentiating curriculum. 

 For youth with disabilities who are participating in this course, and who may have 

additional questions about workplace accommodations, disclosure of disabilities as well as 

additional resources, please refer to the Montana Youth in Transition website, 

www.montanayouthtransitions.org. 

 
 
Any duplication or use of the MYTransitions Soft Skills Curriculum should only occur with permission 

from MYTransitions Project (an emailed password as a result of on-line registration is considered 

permission). The development of the MYTransition Soft Skills Curriculum was paid in part by North 

Central Independent Living Services and Montana Disability, Employment and Transition Services 
(DPHHS). 
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Teaching Materials: Duration: Learning Objective: 

Soft Skill PowerPoint for 
discussion items.  
 
Introduction and student 
survey questions 
 
Soft Skills Definitions Sheet 
 
Employee/Employer Scenario 
 
Soft Skills Quiz 
 
Soft Skills Assessment 

30 minutes 
 
 
15 minutes 
 
 
15-30 minutes 
 
15 minutes 
 
15-30 minutes 
 
15-30 minutes 
 

 Raising an awareness of 
what soft skills are and why 
they are important 

 Increased understanding of 
vocabulary terms that are 
necessary to understand 
workplace soft skills.  

Setting and Method: Classroom environment 

 

Lesson Summary for Instructor:  
Soft Skills and Hard Skills are the two primary types of aptitudes on the job. Soft Skills are the 
people skills necessary to interview, develop and maintain a relationship with one’s employer 
and co-workers, successfully work with customers, and develop a sense of personal 
responsibility and accountability. Hard Skills are what is necessary to actually perform a job (i.e. 
welding, filing, checking blood pressure, etc.) This lesson will help students understand why it is 
necessary to develop interpersonal or soft skills as well as how to promote their personal soft 
skills to a potential employer.  
 
There are worksheets available to work from when teaching Soft Skills, as well as PowerPoint 
slides and activities to use in teaching these concepts.  
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Soft skills for employment 

 When you interview for or start working at a job, how you interact with your boss, your 

co-workers and customers takes a special set of skills. Those skills are called SOFT SKILLS. Soft 

skills are how you develop and keep all the different types of relationships that are necessary 

for successful employment. This course will help you learn some of the main skills necessary in 

order to successfully navigate the working world.  

First of all, let’s get your thoughts about your own readiness for the 

workplace. 
 

Name: _____________________________________________________ Age: ______________ 

What “people” skills are you already good at? _______________________________________ 

______________________________________________________________________________ 

What do you do when you are upset with someone? __________________________________ 

______________________________________________________________________________ 

What is the hardest thing about working in a team? __________________________________ 

______________________________________________________________________________ 

Have you ever had an interview (for a job, school, organization, etc.)? Explain how well you 

think you did. ______________________________________________________________ 

______________________________________________________________________________ 
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Soft skills are also known as people skills. They are what helps a person GET a job and KEEP a 
job. Just like hard skills, soft skills often vary from job to job, and from employer to employer. 
These are skills that are needed for everyday life as well as for work and can ALWAYS be 
improved upon. Soft skills are harder to describe and are not the skills that job applicants often 
think of when applying for work. They include skills such as problem solving, the ability to 
communicate as well as maintaining self-control. 
 Soft skills are influenced by your own beliefs, behaviors and attitudes.  
 
Hard skills are the technical skills that a person needs to know to complete job requirements. 
These are the skills that applicants often consider when applying for work, and are generally the 
skills learned in college, or other post-secondary settings.  
 

 
 
 
Not understanding how and when to appropriately use one’s soft skills are one of the main 
reasons people get fired, so LISTEN UP!  
 
You might be the best person in the world at your job, but if you 
don’t know how to get along with people, navigate the workplace, 
have a positive attitude and be reliable, you cannot depend on 
keeping your job.   
 
 
 

Which do you think are HARD skills and which are SOFT skills? Put a letter “H” next to the 
Hard Skills and the letter “S” next to Soft Skills: 
 

1. _____ Changing oil on a car    
2. _____ Bagging groceries 
3. _____ Knowing when to talk to your boss about your summer vacation plans 
4. _____ Smiling at and being courteous to a co-worker that you do not like 
5. _____ Working as a team to solve a problem at work 
6. _____ Checking a patient’s blood pressure 
7. _____ Typing a letter to a customer who has a concern with your product. 
8. _____ Fixing the company computer and printer. 
9. _____ Helping a customer find a product on the store shelf 
10. _____ Welding a trailer hitch 
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Alternative approach to teaching the concept of Soft Skills and Hard 
Skills: 
 
Hand each student a card that has an H on one side and a S on the other side. Ensure 
that each student understands that the S represents the terms Soft Skill and the H 
represents the term Hard Skill. As you name off the skills in the above table, ask the 
students to hold up their cards with the H or S, depending on which type of skill they 
consider it to be.  
 
This will open up an interested discussion as students might vary in their answers. For 
example, the job task of bagging groceries often results in half the students showing an 
H and half the students showing an S. The class can discuss that some skills require 
both hard and soft skills—such as a grocery store clerk knowing how to ask the 
customer what type of bag they would like (paper or plastic) and if they found the 
items they were looking for (these are soft skills), as well as knowing how to correctly 
place the grocery items into the grocery bag so that none are damaged (this is a hard 
skill). 
 
 
 

H S 
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Having students identify some of the soft skills they think are necessary to work in different 
occupations is the next goal. You and your students will have examples of times you have 
observed great or terrible customer service, had problems with other people and weren’t sure how 
to handle it, or when you have been asked a question by an employer and weren’t sure how to 
answer it.  
 
The following class discussion points are ones that you can discuss as a class. Feel free to include 
other examples for discussion.  
 
Modification: also included in this lesson are Soft Skill Picture Cards for students to use in 
lieu of speaking or writing their answers in this exercise. The students may single out the soft 
skills they feel are necessary for each occupation from the picture cards.  
 

Think abouT This… 

 
 
1. What Soft Skills do you think a checker at a grocery store would need to have? 

  

  

  

  

  
 

  
 
 
2. What Soft Skills would a nurse at a doctor’s office need to have? 

  

  

  

  

  
 
 

  
 
Have you ever been in a situation where you worked with or been a customer of 
someone with poor soft skills? 
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Think abouT This… 

 
 
1. What Soft Skills do you think a checker at a grocery store would need to have? 

  

  

  

  

  
 

  
 
 
2. What Soft Skills would a nurse at a doctor’s office need to have? 

  

  

  

  

  
 
 

  
 
Have you ever been in a situation where you worked with or been a customer of 
someone with poor soft skills? 
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Types of Soft Skills 

 
GOOD LISTENING 

 

 

 

 

 

 

 

 

 

PATIENCE 

FRIENDLY 

 

 

 

 

 

 

 

 

 

SMILES AT OTHERS 
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SHOWS UP ON TIME 

 

 

 

 

 

 

GOOD TEAM PLAYER 

 

 

 

 

 

 

 

ASKS QUESTIONS WHEN 

NEEDED 

 

 

 

 

 

 

HARD WORKER 

 

 

 

 

 

 

 

 

WORK WITHOUT BEING TOLD 

WHAT TO DO NEXT 

 

 

 

 

 

 

 

EYE CONTACT 
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PROBLEM SOLVER 

 

 

 

 

 

GOOD MANNERS 

 

 

 

 

 

 

 

 

VOLUNTEER TO HELP 

 

 

 

 

 

 

 

 

LEADERSHIP SKILLS 

 

 

 

 

 

 

 

 

CONFIDENT 

 

 

 

 

 

 

 

WILLING TO TEACH OTHERS 
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SENSE OF HUMOR 

  

 

 

 

 

 

 

 

POSITIVE ATTITUDE 

 

FLEXIBLE/ADAPTABLE 

 

 

 

 

 

 

 

GOOD LISTENER 

 

 

 

 

ABLE TO TALK TO A WIDE 

VARIETY OF PEOPLE 

 

 

 

 

 

 

 

 

WELCOMING BODY 

LANGUAGE 

 

 

 

 

 

 

 

 

 



 

   pg. 15 

GOOD PERSONAL HYGIENE 

 

 

 

 

 

 

 

 

DRESSES NEATLY AND 

APPROPRIATELY 

 

 

 

 

 

 

 

 

TAKES DIRECTION WITHOUT 

COMPLAINT 

 

 

 

 

 

AVOIDS GOSSIP 

 

 

 

 

 

 

 

 

 

CREATIVE 

 

 

 

 

 

 

 

PERSISTENT 
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SUPPORTIVE 
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Class Activity 
 
This activity will give your students an opportunity to practice identifying how soft skills affect 
employment and hopefully will lead to a discussion about why soft skills are sometimes a reason 
for people being fired or laid off even though they might be great at the technical parts of the job.  
 
Divide the class into groups of three. The facilitator may either assign each group member a 
role; one person is the boss, the 2nd person is employee #1 and 3rd person is employee #2, or 
have this be a small group discussion and consensus.   
 
Give the groups this scenario:  
 
A company is going through a slow business cycle and has hit a budget crunch (they are running 
low on money). They have no choice but to lay off an employee. The boss of the group has to 
make a decision, which employee does he/she lay off, #1 or #2?  
 
Employee #1 does a great job with all the hard skills of his/her job. 
 ~He/she is technically very capable—one of the best.  
 ~However, he/she does not seem to get along with his/her co-workers and often is 
complained about by his/her co-workers for being short-tempered and rude.  
 ~He/she has worked for the company for five years. 
 
Employee #2 is still learning his/her job and is ok at his/her job, but not nearly as technically 
skilled as Employee #2.  
 ~He/she is well liked by co-workers and supervisors alike.  
 ~He/she has worked for the company for a year. Who does the boss lay off and why?  
 
The facilitator may want to have the group discuss this as a team or may assign this decision to 
the “boss” to make and then the group can discuss afterward.  
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Sample Answer Key 

Occupational vocabulary is important! Many employees run into problems at work simply 
because they are not sure what employers mean when they are requiring specific skill sets. These 
are some of the “need to know” vocabulary terms when talking about soft skills. Depending on 
the group that you are working with, this activity may be done individually, in small groups or 
as a whole class. A completed table is provided as a reference for instructors and does not contain 
a comprehensive answer list. 
 

Unit I: Definitions 
In the table below, try and think of words that mean the same as the vocabulary word, as well 
as situations where these soft skills may be used.  
 

Soft Skill Other Words That Mean 
the Same Thing 

Where This Soft Skill Might Be Used 

Friendliness Ex: kindness, warmth, 
gregariousness 

Ex: when helping a customer at a store; when 
greeting a co-worker who come to ask you a 
question 

Manners Politeness, behaviors, 
etiquette, demeanor 

Ex. Holding the door for someone leaving a 
store right behind you; saying “excuse me” 
when accidentally bumping into someone 

Attendance Being present, 
appearance 

Ex. Always being at work for scheduled shifts, 
attending all staff meetings, not missing 
school 

Verbal 
Communication 

Talking, visiting, speaking, 
tone of voice 

Ex. Giving directions to someone, talking to 
someone about your day, explaining a job to 
a new employee 

Professionalism Skill, competence, 
experience, ability, 
effectiveness, expertise 

Ex. A plumber comes to your home with the 
right tools and supplies, and fixes your sink in 
the amount of time he estimated it would. 

Organizational 
Skills/ Planning 

Logistical, preparation, 
scheduling, develop, 
devise 

Ex. You make a list or an agenda for what you 
need to accomplish today and plan how best 
to complete that list 

Conscientious Dependable, responsible, 
honorable, reliable, 
careful, hard-working 

Ex. When making change for a customers, 
you count it twice, out loud, to make sure 
they have the right amount of money 

Adaptable Flexible, easy-going, 
willing to change as 
needed, compliant 

Ex. Your boss asks you to file some papers 
before lunch, but an hour later, asks you to 
help out with a project in the shop because a 
customer is waiting for it. You readily change 
tasks.  
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Motivation Reason, enthusiasm, 
inspiration, drive, goal 

Ex. You want to earn enough money to buy a 
car, so you are motivated to work extra hours 
on the weekends.  

Teamwork Cooperation, 
coordination, joint effort 

Ex. Grocery store employees work together 
after store hours to get all of the shelves 
stocked and priced for the next day.  
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Unit I: Definitions 
In the table below, try and think of words that mean the same as the vocabulary word, as well 
as situations where these soft skills may be used.  
 
 

Soft Skill Other Words That Mean 
the Same Thing 

Where This Soft Skill Might Be Used 

Friendliness Ex: kindness, warmth, 
gregariousness 

Ex: when helping a customer at a store; when 
greeting a co-worker who come to ask you a 
question 

Manners   

Attendance   

Verbal 
Communication 

  

Professionalism   

Organizational 
Skills/ Planning 

  

Conscientious   

Adaptable   

Motivation   

Team-work   
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Soft Skill Quiz 

Measure how good your soft skills are by answering the following questions.  

1) A co-worker is very negative about your idea(s) in front of your boss. 
 
Do you… 

a) Remind your co-worker of their last bad idea. 
b) Say nothing. You will get even with this co-worker later. 
c) Get angry. 
d) Thank your co-worker and promise to consider their feedback.  

 
2) Your boss has been less talkative and friendly lately. 
 
Do you… 

a) Avoid him/her. 
b) Ask her feedback on your work performance. 
c) Ask others if she has some personal problems going on. 
d) Look for another job, you would rather quit than be fired. 

 
3) You’ve found out that you are the target of a nasty rumor at work. 
 
Do you… 

a) Do nothing and stay positive; rumors blow over eventually. 
b) Find out who started the rumor and confront them. 
c) Start a rumor about someone else to take the spotlight off yourself. 
d) Become depressed and distracted.  

 
4) A co-worker that doesn’t do their job as well as you do is promoted to a position you had hoped for.  
 
Do you… 

a) Start looking for another job—it is obvious you are not appreciated. 
b) Make life difficult for your co-worker. 
c) Ask the manager how you could be a stronger candidate next time. 
d) Pout, and hope someone notices your hurt feelings. 

 
5) You asked for vacation leave two weeks in advance and didn’t get it. 
 
Do you… 

a) Take sick days and be gone anyway. 
b) Quit, because your boss isn’t flexible 
c) Visit with your boss and review vacation policies and as well as dates that vacation leave is 

available. 
d) Complain to your co-workers about how unfair your boss is. 

 
 

Soft Skills Quiz Answer Key: 

1. D 

2. B 

3. A 

4. C 

5. C 

6. A 

7. D 

8. B 
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6) You make a mistake that will cost the company a lot of money. 
 
Do you… 

a) Tell your boss immediately and ask for advice on minimizing the damage. 
b) Resign as quickly as possible. 
c) Try to cover up the error, hoping nobody finds out. 
d) Blame others for their part; you won’t take the heat alone.  

 
7) A co-worker often gossips about management and it’s hard not to listen! 
 
Do you… 

a) Listen eagerly, but never repeat what you hear. 
b) Tell her what you think of her lack of loyalty. 
c) Let your boss know your co-worker is gossiping. 
d) Tell her you are not interested, and change the subject quickly. 

 
8) Your boss gave you a verbal reprimand for talking on your cell phone at work after your mom called 
you to ask you to bring pizza home for dinner.  
 
Do you... 

a) Explain that it was just your mom and it is not a big deal. 
b) Apologize and review technology policies at work if unsure what is allowed. 
c) Complain to customers nearby about how unfair the employer is and that he lives in the dark 

ages.  
d) Call the pizza place and order the pizza for your mom and then go back to work.  

 

Adaptation of:  
http://www.mass-project.org/attachments/396_MASS%20wp4%20final%20report%20part-2%20%28Learning%20Materials,%20EN%29.pdf 

 

MYT Soft Skills Assessment  
(Download from www.montanayouthtransitions.org) 
 
This assessment may be used as a pre and post soft skills course evaluation for students or it 

may be used as a discussion tool at the beginning of a soft skills class to help students begin the 

process of evaluating what skills they should be working on as well as where they feel their 

personal strengths are currently.  

The Soft Skills Assessment may also be completed by a teacher, parent, or other adult active in 

a youth’s life, as a way to identify areas on which a youth may build. This tool may be used as 

an informal transition assessment for the development of goals for a Transition IEP or 

Transition 504 Plan. 
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Soft Skill Quiz 

Measure how good your soft skills are by answering the following questions.  

1) A CO-WORKER IS VERY NEGATIVE ABOUT YOUR IDEA(S) IN FRONT OF YOUR BOSS. 
 
Do you… 

e) Remind your co-worker of their last bad idea. 
f) Say nothing. You will get even with this co-worker later. 
g) Get angry. 
h) Thank your co-worker and promise to consider their feedback.  

 
2) YOUR BOSS HAS BEEN LESS TALKATIVE AND FRIENDLY LATELY. 
 
Do you… 

e) Avoid him/her. 
f) Ask her feedback on your work performance. 
g) Ask others if she has some personal problems going on. 
h) Look for another job, you would rather quit than be fired. 

 
3) YOU’VE FOUND OUT THAT YOU ARE THE TARGET OF A NASTY RUMOR AT WORK. 
 
Do you… 

e) Do nothing; rumors blow over eventually. 
f) Find out who started the rumor and confront them. 
g) Start a rumor about someone else to take the spotlight off yourself. 
h) Become depressed and distracted.  

 
4) A CO-WORKER THAT DOESN’T DO THEIR JOB AS WELL AS YOU DO IS PROMOTED TO A POSITION YOU 
HAD HOPED FOR. 
 
Do you… 

e) Start looking for another job—it is obvious you are not appreciated. 
f) Make life difficult for your co-worker. 
g) Ask the manager how you could be a stronger candidate next time. 
h) Pout, and hope someone notices your hurt feelings. 

 
5) YOU ASKED FOR VACATION LEAVE TWO WEEKS IN ADVANCE AND DIDN’T GET IT. 
 
Do you… 

e) Take sick days and be gone anyway. 
f) Quit, because your boss isn’t flexible 
g) Visit with your boss and review vacation policies and as well as dates that vacation leave is 

available. 
h) Complain to your co-workers about how unfair your boss is. 
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6) YOU MAKE A MISTAKE THAT COULD COST THE COMPANY A LOT OF MONEY. 
 
Do you… 

e) Tell your boss immediately and ask for advice on minimizing the damage. 
f) Resign as quickly as possible. 
g) Try to cover up the error, hoping nobody finds out. 
h) Blame others for their part; you won’t take the heat alone.  

 
7) A CO-WORKER OFTEN GOSSIPS ABOUT MANAGEMENT AND IT’S HARD NOT TO LISTEN! 
 
Do you… 

e) Listen eagerly, but never repeat what you hear. 
f) Tell her what you think of her lack of loyalty. 
g) Let your boss know your co-worker is gossiping. 
h) Tell her you are not interested, and change the subject quickly. 

 
8) YOUR BOSS GAVE YOU A VERBAL REPRIMAND FOR TALKING ON YOUR CELL PHONE AT WORK AFTER 
YOUR MOM CALLED YOU TO ASK YOU TO BRING PIZZA HOME FOR DINNER.  
 
Do you… 

e) Explain that it was just your mom and it is not a big deal. 
f) Apologize and review technology policies at work if unsure what is allowed. 
g) Complain to customers nearby about how unfair the employer is and that he lives in the dark 

ages.  
h) Call the pizza place and order the pizza for your mom and then go back to work.  

 

Adaptation of:  
http://www.mass-project.org/attachments/396_MASS%20wp4%20final%20report%20part-2%20%28Learning%20Materials,%20EN%29.pdf 
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Teaching Materials: Duration: Learning Objective: 

PowerPoint for discussion 
items 
 
Worksheet of Examples 
 
Performance Evaluation 

20-30 minutes 
 
 
10-15 minutes 
 
20- 30 minutes 
 

 Raising an awareness of 
what manners and good 
impressions are and how 
they affect relationships 
with supervisors, co-
workers and customers.  

Setting and Method: Classroom instruction, personal reflection, class discussion 

 
 

Lesson Summary for Instructor:  
The ultimate goal of this lesson is for students to understand how their actions affect 
others’ impression of them. Using good or bad manners are a very clear basis for others 
to base their opinions. We may not intend to be rude or dismissive, but small choices, 
like not saying “hello” when another person greets us, can have long lasting 
consequences in terms of how reputations are formed.  
 
This lesson will have some opportunity for discussion about how we make judgements 
about other people as well as how judgements are made about us. Students will also 
have opportunities to practice with one another in small groups about how to make 
good impressions and how to make deliberate choices when to display good manners.  
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It is recommended to read the paragraphs together in class and open this up to some class 
discussion. As a way to emphasis the importance of this discussion, ask the class why they think 
manners impact another person’s impression of us.  
 
An example that can be given to the class is to demonstrate what their class would look like if 
you, as the teacher, did not use manners toward the students. When you demonstrate some 
ways the class would look differently if you did not use manners in the classroom, ask the 
students how they would feel about the class and about you as their teacher.  

 

Manners Matter! (Making Good Impressions) 
  
 Chances are, nobody will ever care about your career more than you do—except, 
possibly, your parents or teachers. This means YOU have to take responsibility for your own 
career, which also means taking responsibility for your own choices.  
 
The reputation you have at work will follow you, so make it a good one. Make sure you are 
leaving your boss with a good impression of you so that when you change 
jobs, he/she will make sure to give you a good recommendation and will tell 
your next employer that he/she is sad to lose you. Also, the impression you 
make on your boss could affect pay raises, promotions, and other 
employment benefits.  
 
 MANNERS are how you act when around other people—they can be good or bad. An 
IMPRESSION is how your actions have made another person feel about you and/or how they 
remember you. Your manners directly impact the type of impression you leave on another 
person. Examples of good manners include more than just saying ‘please’ and ‘thank you’. 
Actions such as using appropriate eye contact and waiting for another person to finish speaking 
before you do are examples of good manners. 
  

Many people—adults and youth alike—consider their moods or 
personal lives to decide whether or not to have good manners. How 
many people do you know have said they didn’t sleep well the night 
before, or had a fight with a family member, so they just aren’t in a 
good mood and you should just leave them alone. That might be fine 
when at home and asking for personal space, but when you are in a 
school or employment setting, what happened in your personal life 

isn’t an excuse to lose manners and common courtesy.  
 
Remember, the customer that comes through the door, or the supervisor that is watching you 
do your job, only know you by the behavior that you display and the manners that you use.  
 
MAKE A GOOD IMPRESSION! 
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Sample Answers: The assigned task below of developing a list of good and bad manners 
may either be done as an individual or class activity.  
 

Manners Matter! 
 

Brainstorm and make a class list of examples of good and bad manners.  Then, 
discuss that list and how some of the manners listed would make impressions on 
other people.  
 
 
 
 
 
 

Good Manners Bad Manners 

1. saying please and thank you 
 

1. using cell phone when someone is talking to 
you 

2. apologize when doing something wrong 
 

2. walking away from someone before they 
are done talking 

3. not taking other’s things 
 

3. swearing 

4. not interrupting when others are speaking 
 

4. not asking permission to use someone’s 
belongings 

5. saying “excuse me” when needing 
someone’s attention or when accidentally 
bumping into another person 
 

5. not acknowledging someone who has 
greeted you or asked you a question 

6. Writing thank you notes for interviews, 
special privileges, gifts, etc.  
 

6. gruff or annoyed tone of voice 

7. making eye contact when meeting 
someone or when speaking with someone 
 

7. talking about or laughing at other people 

8. pleasant words and tone of voice when on 
making or receiving phone calls 

8. walking by someone who obviously could 
use some help 

9. acknowledging or responding when being 
greeted or spoken to 

9. walking in an office or room without 
knocking first 

10. not acting bored, even when you are 10. rolling your eyes when you disagree with 
someone 
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Manners Matter! (Making Good Impressions) 
  
 Chances are, nobody will ever care about your career more than you do—except, 
possibly, your parents or teachers. This means YOU have to take responsibility for your own 
career, which also means taking responsibility for your own choices.  
 
The reputation you have at work will follow you, so make it a good one. Make sure you are 
leaving your boss with a good impression of you so that when you change 
jobs, he/she will make sure to give you a good recommendation and will tell 
your next employer that he/she is sad to lose you. Also, the impression you 
make on your boss could affect pay raises, promotions, and other 
employment benefits.  
 
 MANNERS are how you act when around other people—they can be good or bad. An 
IMPRESSION is how your actions have made another person feel about you and/or how they 
remember you. Your manners directly impact the type of impression you leave on another 
person. Examples of good manners include more than just saying ‘please’ and ‘thank you’. 
Actions such as using appropriate eye contact and waiting for another person to finish speaking 
before you do are examples of good manners. 
  

Many people—adults and youth alike—consider their moods or 
personal lives to decide whether or not to have good manners. How 
many people do you know have said they didn’t sleep well the night 
before, or had a fight with a family member, so they just aren’t in a 
good mood and you should just leave them alone. That might be fine 
when at home and asking for personal space, but when you are in a 
school or employment setting, what happened in your personal life 

isn’t an excuse to lose manners and common courtesy.  
 
Remember, the customer that comes through the door, or the supervisor that is watching you 
do your job, only know you by the behavior that you display and the manners that you use.  
 
MAKE A GOOD IMPRESSION! 
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Manners Matter! 
 

Brainstorm and make a class list of examples of good and bad manners.  Then, 
discuss that list and how some of the manners listed would make impressions on 
other people.  
 
 
 
 
 
 
 
 
 
 

Good Manners Bad Manners 

1.  
 

1.  

2.  2. 
 

3.  3.  
 

4.  4.  
 

5.  5. 
 

6. 6.  
 

7.  7.  
 

8.  8.  
 

9.  9.  
 

10.  10.  
 

 
 
 
 



 

   pg. 30 

 
 

 

Think abouT This…. 

 

 

How are YOUR manners?  

 

When you are at school, do you say “hello” to your teachers when you walk in 

the classroom?  

 

When you bump into someone in the hallway, do you say “excuse me”?  

 

This exercise is for you to evaluate yourself and how well you communicate a 

good impression of yourself to others. You are going to step into a role of an 

employer for a few minutes and write a performance evaluation of yourself in 

customer service skills. This is one of the areas an employer will be using to 

decide if they think you are a good employee or not.  

 

Performance evaluations are a tool for employers to let their employees know 

how they are doing on the job. There are many areas a person might be 

evaluated on: technical knowledge, communication skills, and customer service 

skills are a few.  

 

You are going to get a chance to fill out an evaluation on yourself from an 

employer’s point of view regarding your customer service skills. Manners are a 

big part of having effective customer service. Customer service skills, including 

the manners you demonstrate with co-workers and customers are an area that 

an employer would evaluate you as an employee.  

 

An Employment Performance Appraisal is a form that an employer 

fills out to let you know how you are doing on the job—good and 

bad.  

 

In a few minutes, you will be your own employer, and you will 

decide what you do well in making good impressions and using good manners, 

and what you could improve on.   
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Take a look! 

 

Here is an example performance evaluation done by the Tooth 

Fairy’s employer. You can get a feel for what she does well and 

what areas she needs to work on in the area of customer service.  

 

What do you think? 
 

  

Sample Performance Evaluation 

  

____Ms. Tooth Fairy__________ has demonstrated _____good_________ customer service to our  

clients this year.  

  

Some of the qualities that this individual uses to communicate a good impression to our customers are: 

- Consistently attends work and doesn’t complain about working the night shift 

- Smiles and shows her perfectly white teeth 

- Maintains a sense of professionalism when faced with bad hygiene 

  

Some of the areas that he/she can continue to improve by working on or taking training in include: 

- Demonstrates a willingness to appear more in public and not hide in the dark 

- Develop a comfort being near adults and not just around children 

- Discontinue rolling her eyes when entering a messy child’s room 

While working at our business, the supervisors, co-workers and customers have commented on or 

noticed: 

- Ms. Tooth Fairy is always on time for work 

- She is willing to modify her schedule as needed 

- Ms. Tooth Fairy always uses appropriate language at work. She is very polite.  

We are very happy to have you in our employment and look forward to another great year! 
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Your Turn!  

 

Think about your own comfort level when interacting with others. 

What do you do well? What could you do better? Remember, 

this is from the EMPLOYER’S perspective and he/she is going to 

want people who have good people skills so their customers will 

return and have a positive impression of the business. 

 

 

 

Sample Performance Evaluation 

  

_________________________________ has demonstrated ______________ customer service to our  

clients this year.  

  

Some of the qualities that this individual uses to communicate a good impression to our customers are: 

________________________________________ 

________________________________________ 

________________________________________ 

  

Some of the areas that he/she can continue to improve by working on or taking training in include: 

________________________________________ 

________________________________________              

________________________________________ 

  

While working at our business, the supervisors, co-workers and customers have commented on or 

noticed: 

________________________________________ 

________________________________________ 

________________________________________ 

  

We are very happy to have you in our employment and look forward to another great year. 

What good manners do you often 

use? 

What manners could you use more 

often or are uncomfortable using? 

What would others say about your 

manners (good or bad)? 
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Teaching Materials: Duration: Learning Objective: 

Discussion 
 
Small group brainstorming of 
non-verbal communication 
options 
 
Charades Game 
 
Scenario 
 
Pictures worksheet 

15 minutes 
 
15 minutes (5-7 minutes for 
small group and 7-10 minutes 
for  group discussion) 
 
20 minutes 
 
15 minutes 
 
5 minutes 

 Increase understanding of 
how non-verbal 
communication enhances 
or detracts from verbal 
communication.   

 
 Increase awareness of how 

verbal and non-verbal 
communication differs 
depending on who we are 
communicating with.  

 
 

Setting and Method: class discussion, small group work 

Lesson Summary for Instructors:  
The key component of this lesson is for students to understand that communication 
involves much more than just the words that they speak. The pie graph in this section is 
important to point out and discuss so that students will understand that 70% of 
communication is derived from non-verbal statements.  
 
Having student internalize the idea that how they speak through tone of voice, facial 
and eye gestures, as well as body language, in addition to the words they say, will be 
key to their success in any relationship—whether it be at work, school, or in their 
personal lives.  
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 Verbal = the words that we say, sign or type

Think abouT This…. 
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Class Activity 
 
Have the class break up into small groups and ask each group to identify someone in the group 
who does not mind writing and is willing to make a list. Once each group has a scribe, let them 
know that they will be working as individual groups to come up with as many words, emotions, 
phrases, or concepts as they can, that can be communicated without saying a word. For 
example, waving your hand may communicate the word “hello”. Putting your hand to your 
mouth may communicate “surprise” or “dismay”. Raising your eyebrows at someone may 
communicate “questioning”. The options are endless. Five minutes is usually enough time for 
each group to get a solid list of non-verbal communications. You may want to reward the group 
with the most on their list with a prize. 
 
To end this activity, have each group share one thing from their list with the class that hasn’t 
been talked about yet in class.  

answer This… 

 

 

 

Optional Class Activity 

Have a selection of emotions, actions and/or feelings that are written individually on note cards. Play 

Charades so that each student has an opportunity to choose a card and act out the word for the class to 

guess. If students in the class have a variety of guesses for what the student is acting out, this is an 

opportunity to show how many different ways there are to interpret someone’s non-verbal language.  

Another option is to play Reverse Charades. A student would leave the room and while they are gone, 

the remainder of the class is given an emotion, action or feeling to act out. The student would come 

back into the room and watch the rest of the class act out the word and try to guess what is being 

communicated.  

Both of these games offer a fun way for students to get the idea that there are many ways to 

communicate feelings and emotions non-verbally and that we shouldn’t assume we know what 

someone is communicating based on their actions. We need to make sure we are not making 

assumptions about what we THINK we know.  

My Total: 
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answer This… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

My Total: 
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Class Activity: This activity is an option to talk about how verbal and non-verbal 
communication skills (or lack thereof) affect relationships at work. Read this scenario together 
in class and the discussion questions can either be discussed as a whole group or can be 
discussed in smaller groups.  
 
 

What do You Think? 
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PicTure This… 

 

 

 

 

 

  



 

   pg. 40 

IV. Lesson Four: Interviewing (for employment, post-secondary training, 
etc.) 
 

Teaching Materials: Duration: Learning Objective: 

Application Review 
 
Interview Observations and 
Discussion 
 
Individual practice of 
interview questions 
 
Handshaking 101 

30 minutes 
 
30 minutes 
 
 
20 minutes 
 
 
15 minutes 
 

 Raising an awareness of 
interviewing techniques 
(do’s and don’ts) for 
employment and post-
secondary training.  

 Raising an awareness of 
how soft skills play a role in 
an employer’s first 
impression of an applicant. 

Setting and Method: Classroom environment, role playing, interactive 

 

Lesson Summary for Instructors: 
 
Interviewing is often called a person’s first chance to make a good impression with an 
employer. This lesson intentionally follows the lesson about verbal and non-verbal 
communication, since interviewing includes an understanding of how to effectively 
communicate using comprehensively good communication skills. Before teaching this unit, a 
class discussion about what kinds of verbal and non-verbal communication an employer might 
be looking for when meeting with interviewees would help set the stage for the next activity.  
 
 
 

Suggestion for Pre-requisite Lesson: Filling out Applications 

 
If your class has not gone over proper ways of completing applications that would be a perfect 
lesson to complete prior to discussing interviewing. Having just discussing and learning about 
communication, it is a nice segue way to discussing that applications are another way we 
communicate our abilities and enthusiasm to an employer.  
 
A suggested approach is to compete an application with several errors and have the class 
“grade” the application as if they were the employers. In this exercise, they can determine how 
many errors are on the application and how they would feel about an applicant who does not 
correctly complete an application.  
 
Note:  sample application can be found at www.montanayouthtransitions.org in Chapter 4 of 
the Soft Skills Curriculum. 
 

http://www.montanayouthtransitions.org/
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Interview and Impress! 
 
 
So, you have completed an application for a job and CONGRATULATIONS, you received a call to 
come in for an interview. Great News!  
 
Now is the tough part. Interviews are very stressful for many people and make almost everyone 
nervous (whether they show it, or not). We are going to talk about a few tips on how to prepare 
for an interview, and then you are going to have a chance to observe some interviews and give 
your opinion on what went well and what did not go well.  
 
 

Getting prepared! 

 
 
Show you care about this interview! 

 Be 5-10 minutes early for the interview. 
 Shake hands with everyone who is part of your interview, or that you are introduced to. 
 Dress nicely. A good rule of thumb is to dress one step nicer than the job would require. 

Keep it classy. 
 Leave your gum, phone and coffee cup at home or in the car. 

 
 
Communicate well! 

 Answer the employer’s questions with detail—avoid one word answers. They want to 
know who you are and what you have accomplished. Don’t downplay your previous 
experience—if you haven’t work before, talk about volunteer work, job shadow 
experiences, activities you are involved in at school, etc.  

 Be prepared to ask questions—employers want to know that 
you have done your research about the job and are interested 
in learning about the business and job. 

 Make eye contact. 
 Speak so people can hear and understand you. If you are prone 

to talking quickly or mumbling when you get nervous, practice 
with someone or in front of a mirror. 

 Be polite. Thank the employer for the opportunity to meet 
with him/her.  

 Practice talking without the use of “pause” words like ‘um’, ‘uh’, and ‘like’.  
 Appropriate humor and conversation is GOOD! You can show a bit of yourself to the 

employer and make a great impression fun or meaningful chit-chat.  
 Be friendly, enthusiastic and confident. Or at least look like it! 
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Interview Skit: Two teaching staff should be prepared to act out two interviewing 

scenarios. Volunteers from the class who have experience interviewing may also be used. They 
can either use the script provided or make up their own. Suggestions are listed for the types of 
considerations to make when preparing for the good and bad interview scenarios. Each scenario 
has a person being interviewed and a manager doing the interview.  
 
Ask the class to watch both interviews as if they are the boss. Encourage them to remember the 
points discussed regarding effective communication skills and either take mental notes or jot 
down notes on the Interview Comment Sheet in the student workbook, which ever works best 
for them They will want to pay attention to skills, behaviors and manners that would make the 
candidates worthy of being hired or not.  
 

Scenario:  
 
The students in the class are the supervisors of a local grocery store and they need to 
hire a new grocery store clerk. The job duties of this position could include 

 Restocking shelves as needed 

 Bagging groceries for customers 

 Assisting customers to find products within the store 

 Other customer service and store duties as they arise 
Chances are, for this position, neither interviewee has any paid work experience. 
 
 
Possible questions for the interviews could include: 
1. Tell me about yourself 
2. Since this would be your first paid job, can you tell me of other opportunities you 
have had to work with other people or the public? 
3. Why would you like to work here? 
4. What would your teachers say about you? 
5. If a customer came to you with a concern about a product that they purchased at our 
store, how would you help them? 
6. Do you have any questions for me about this position? 
 
 
 
NOTE: These are only 6 of the POSSIBLE interview questions that you can ask in the interview 
samples. If you students are most likely going to apply for jobs at specific businesses, you may 
want to talk with those employers and ask them for some of the questions they ask so students 
have real-life sample questions.  
 
It is great to have an employer come in and talk with students about what he/she looks for in 
an interview. They can answer directly how they read body language and interpret non-verbal 
communication as well as what verbal answers they hope to receive.  
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“Interview Gone Wrong” Scenario:  
Person being interviewed: 

- Is wearing dirty, holey clothing; wearing a baseball cap 
- Is chewing gum 
- Receives a call or a text while in the interview 
- Is not answering questions or just giving one-word responses 
- Is slumping in his/her chair 
- Is not using any eye contact with manager 
- Does not ask any follow-up questions 
- Makes very little eye contact 

 
“Successful Interview” Scenario:  
Person being interviewed: 

- Is wearing professional, neat clothing 

- Does not have a visible phone 

- Answers the manager’s questions with sentences and detail 
- Is using good posture 

- Is using appropriate eye contact 
- Asks follow up questions about the company and job duties 

- Has a copy of his/her resume in case the manager needs a copy  
 
 

 
Follow-Up 
After the interviews are completed, ask the class which person they would hire and 
why? Ask students to point out what they observed for verbal behavior as well as non-
verbal behavior.  
 
 

Modification 
Interview scenarios may be modified, depending on the skill and background of the 
students. The scenario that is described above is relevant to students who would benefit 
from more obvious discrepancies, which allows for more obvious interview do’s and 
don’ts for discussion. However, if your class has some real-world interview experience 
and you feel they would benefit from more challenging scenarios, have the interviews 
they observe contain fewer errors. By having more “competitive” interviews to choose 
from, students will have an opportunity to REALLY evaluate potential candidates as 
employers and see how some of the more subtle verbal and non-verbal language we use 
can make a difference.  
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Interview comment sheet 

 
 
You are going to observe two separate job interviews. You will watch these interviews 
and decide which employee you would want to hire. Below is a note sheet that you can 
write down observations about how each person answered his/her questions and how 
he/she presented him/herself.  
 
 

Interview #1 Interview #2 

  

 
 
 

answer This… 

Which person would you hire? Why? 
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Class Activity: Individual Practice with Interview Questions 

 
After the class has had an opportunity to observe other people interview, have 

the class divide up into pairs and practice answering some of the interview questions 
using appropriate verbal and non-verbal communication.  
 
One reason that interviews are so nerve-wracking is a general discomfort about talking 
about ourselves and being positive about our accomplishments without feeling like we 
are bragging. Youth have a particularly difficult time thinking of examples to give, 
especially if they have not developed any work history. Having this opportunity to 
practice with their peers in talking about their school activities, after school activities, 
personal qualities, etc. will go a long way in terms of their ability to fill out job 
applications, answer interview questions, and generally feel more confident in talking 
to others about themselves.  
 
In a few of the exercises in this curriculum, students have (or will have) the opportunity 
to list some qualities about themselves: soft skills they are good at, qualities they bring 
to a team, qualities other people have said about them, etc. They can use those as 
starters if they are having a difficult time talking about themselves.  
 

Class Activity: Shaking Hands! 
 
Discuss the importance of shaking hands and making eye contact 

appropriately. In this discussion, you will want to cover the importance of knowing 
how to shake hands with the right amount of pressure. One should consider that the 
other person may have arthritis and a strong handshake isn’t always the best policy. 
Use a moderate pressure without squeezing too hard and make eye contact with a 
smile. Encourage the class to practice this skill with one another as the applicant and as 
the manager.  
 The facilitator should start this activity with a demonstration of a good 
handshake as well as a bad one as well as with an opportunity for questions and 
discussion.  
This is an excellent time to discuss a few related topics, including: 
~ What to say when you are meeting someone for the first time and are shaking their 
hand (Example: It is very nice to meet you. My name is…) 
~ How many times do you shake the other person’s hand before letting go? (typically 3-
4 times) 
~ Why do you need to make eye contact? (It is all part of that non-verbal 
communication!) 
~ What are alternatives to shaking hands when you or the other person has a physical 
disability that changes that typical right hand handshake? (Examples: shake with left 
hand, fist bump, put your hand out and follow the other person’s lead if they have 
another style or option) 
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V. Lesson Five: Technology and Employment 
 

Teaching Materials: Duration: Learning Objective: 

PowerPoint to accompany the 
discussion regarding 
rules/guidelines for 
technology usage and 
employment 

45 minutes  Raising an awareness of 
employment 
considerations when using 
social media, texting, 
emailing and telephone.  

 Raising an awareness of 
how to determine when to 
use personal technology on 
the job.  
 

Setting and Method: Classroom presentation and discussion 

 

 
 
Lesson Summary for Instructors: 
 
Technology in today’s world involves many different types of gadgets, programs and 
applications. As fast as technology changes, a year from now, the types of technology will most 
certainly look differently as they do today. At this point, technology that impacts the workplace 
may include email, social media (Facebook, Twitter, Instagram, Kick, etc.), and cell phones. Even 
as the types of social media change, the basic rules of conduct will remain consistent. This 
lesson discusses the basic rules of etiquette for social media, cell phones and email. Because 
they each have unique purposes, there are fundamental rules for use in relation to their effect 
on employment.  
 
There is an accompanying PowerPoint to give visual examples and discussion prompts to each 
rule. Much of this lesson will be in-class discussion and sharing. The accompanying PowerPoint 
may be used, or the facilitator can develop his/her own examples and pictures to share with the 
class. However, it is important that students have some real-world insight about how 
appropriate use of technology can help or hurt them on the job. Many of the examples in the 
PowerPoint are of adults who have misused technology and have gotten fired, or could get 
fired as a result. The students should leave this lesson with strategies on how to be smarter and 
savvier than the adults shown.  
 

 
 
 



 

   pg. 47 

 

Technology and the Workplace 
 

 
Technology in today’s world involves many different types of gadgets, programs and 
applications. As fast as technology changes, a year from now, the types of technology will most 
certainly look differently as they do today. At this point, technology in the workplace may 
include email, social media (Facebook, Twitter, Instagram, Kick, etc.), and cell phones. Even as 
the types of social media change, the basic rules of conduct will remain consistent. This lesson 
discusses the basic rules of etiquette for social media, cell phones and email.  
 
 

Social Media 
 
Rule #1: Keep your private life and professional life separate.  
 
Who to include in your social media network is a constant source of concern. You now have a 
new job, you have met new people and you like most of them. Your boss is a pretty cool 
person, too. So…make them all friends on Facebook, right? Text with them on your off time? 
NO! Not unless you want your boss to know your every move when you are off work, keep your 
personal life personal and your work life professional.  
 

Think abouT This…from your employer’s perspective. 

 
You go out with your friends on a Friday night—maybe out bowling or 
to a movie and then to dinner afterward. You put pictures on 
Facebook about what a great time you are having and it is implied that 
you stayed out late that night and enjoyed yourself immensely. That 
night, unrelated to your fun, you start to feel ill. By morning you have 
a stomach bug that is keeping you in the bathroom. Problem is, you 
were supposed to work the afternoon shift at work on Saturday, but 
there is no way you can leave the house, and you call in sick.  
 

Now that your boss is a Facebook friend, do you think she believes you are “suddenly” sick, or 
does she now have proof that you are a partier who can’t be counted on to make it to work for 
scheduled shifts? 
 
We have been caught in a Social Media trap in our society. We have become “friend” collectors 
and often feel compelled to include everyone we are connected with at school, at work, at 
church, etc. in our social media networks. It is wise to remember that not all these people are 
our friends. When we work, we should have friendly connections to the people that we spend 
that time with, but keeping a professional relationship is important as well.  
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Rule #2: Remember that social media is public and your boss can see it 
 
Even if you put protections on your social media and you have it set so that only your friends 
can see your posts, you never know the connections that exist between people and you should 
not take it for granted that your boss or prospective boss will never see what you have on your 
social media profiles. Many employers search the people they are interested in hiring on 
Facebook, Twitter, etc., just to see what these people are posting. If they see posts about 
excessive living (drinking, partying, slacking at school, etc.), they will think twice about hiring 
you.  
 
Rule #3: Don’t use social media to communicate work related information 
Social media is easily accessed and it can feel comfortable to just message your boss on 
Facebook, but don’t fall into the social media trap! If you have a work message to deliver, be 
professional and use whatever the process is that your employer has set up to share 
information.  
 
Rule #4: It is NEVER okay to go to other pages or use your own page to make fun of others.  
This includes commenting about annoying customers you may have worked with, co-workers 
who frustrate you, bosses who make rules you think are stupid, friends you are fighting with, 
etc.  
 
Rule #5: Watch your language 
Yes, we live in a free country and have a guaranteed right to free speech. Free country or not, 
however, how you speak directly impacts how people think about you. Now that you are of 
working age and you are being evaluated as a co-worker, employee, potential candidate for 
scholarships, etc., you need to be aware of how you look to people. Your language and your 
comments are an easy way for people to get an impression of you, good or bad.  
 

 

 

answer This… 

 
1. Do YOU accept all of the friend requests you get on Facebook? Why or why not? 

______________________________________________________________________________
______________________________________________________________________________ 

2. When you are offended or concerned about the type of content that your friends put on 
social media, what do you do? 

__ Nothing 
__ Remove them from your friend list or ‘unfollow’ them 
__ Complain about them to your other friends 
__ Other: ______________________________________________________________________ 

3. Do YOU have teachers or supervisors in your social media contacts? 
______________________________________________________________________________ 
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Email 
 
 
Rule #1: Read EVERYTHING before clicking “send”. There is no way to get it back once it is 
gone.  
This is especially true if you are handling a sensitive or emotional situation. When they get 
angry, people far too often send an email in response and then regret what they said. Re-read 
what you wrote, ask someone else to read it for an outsider’s opinion and/or wait for a few 
hours before sending an email that are concerned about being misinterpreted.  
 
If you are angry, consider NOT sending the email you would like to send and calling or talking to 
the person face to face instead. At the very least, don’t respond at all until you have had time to 
cool down and collect your thoughts.  
 
Rule #2: If you are using a work computer or email account, your every keystroke is their 
property.  
Most places of employment have their work computers networked and have backup systems 
for those computers. That means that anything you do on a work computer and any email you 
send on a work email account is saved. This is a good thing to remember when you are tempted 
to send inappropriate emails or search inappropriate topics online. NOTHING you say or do is 
private.  
 
Rule #3: Don’t replace face-to-face communication with emails or texting 
Discussions that you need to have with your boss or co-workers that involve personal 
situations, asking for time off, concerns about work matters, etc. should most likely be done in 
face-to-face communication. Messages sent through email or texting can too often be 
misinterpreted and even though it may seem easier and quicker to communicate this way, it 
often creates more problems in the long run.  
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Cell Phone 
 
 
Rule #1: Find out what the workplace policy for cell phone use is before you start work 
 
Some employers say no cell phones may be used at work and some allow them at work. If cell 
phones are not allowed, keep it shut off and in your car or coat pocket so you won’t be 
tempted to use it.  
 
If your employer allows cell phones, remember to use good etiquette:  
~ Keep the volume shut off during working hours,  
~ Use break times to return phone calls and  
~ NEVER interrupt a work interaction with a personal call or text. Let your incoming calls go to 
voicemail and return the calls later.  
 
Rule #2: Don’t take your cell phone into the restroom….EVER 
This rule should apply to using your cell phone at work, at school or anywhere else there is a 
public restroom. Why? It is simple — you never know who's in there; the person on the other 
end of the line will hear bathroom sounds, e.g., toilets flushing; it is an invasion of your co-
workers' privacy. 
 
Rule #3: Don’t bring your cell phone to meetings 
If you need to have it for the calendar function or to take notes on, first of all, make sure this is 
cool with your boss. Then, make sure you only use it for these reasons. Do not use it to text, 
play music or check your Facebook page. You need to make sure you are engaged with what is 
happening in the meeting and you are making appropriate eye contact.  
 
Preferably, you just bring your calendar and a notepad. 
 
Rule #4: Find a private place to make personal phone calls. 
While it's okay to use your cell phone at work for private calls during breaks, find somewhere 
else to talk. Even if your conversation isn’t personal, you should go 
someplace that your conversation can’t be overheard. You may be on a 
break but your co-workers have a job to do. 
 
Also, if you are using a shared space like a break room to talk on your cell 
phone, remember to respect other people’s use of the space. If your 
conversation is personal or going to be a long one, find another space (ex. 
outside) to talk.  
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VI. Lesson Six: Positive and Negative Attitudes 
 

Teaching Materials: Duration: Learning Objective: 

Discussion 
 
Worksheet and discussion: 
Examples of good/bad 
attitudes 
 
Modeled Role-Playing 
 
Work Scenario 

20 minutes 
 
15 minutes 
 
 
 
20 minutes 
 
15 minutes 

 Raising an awareness of 
how attitude and personal 
behavior affects 
relationships and personal 
reputations.  

Setting and Method: Classroom discussion, modeled role-playing and follow-up discussion 

 

Lesson Summary for Instructors: 
 
A person’s attitude can directly affect his or her success in life, as well as how much he/she 
enjoys it. Students have continually heard from their parents and teachers about attitudes and 
have probably heard at least once that they need to work on their attitude. However, 
understanding the connection between how other people interpret our attitudes and how 
successful we are at work can be a tougher concept to understand. This lesson strives to make 
the connection between what they already know and feel about attitudes and how their 
attitudes can hinder or help them develop professional relationships. 
 
 

Class Discussion: Take a few minutes to discuss when participants have come to work or 

to school with a bad attitude or a positive attitude and how did it affect how well their days 
went. How did it affect other people’s attitude toward them? What was it that caused the bad 
attitude or great attitude that day? 
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Positive and Negative Attitudes 
 
A person’s attitude can directly affect his or her success in life, as well as how much he/she 
enjoys it. We have all heard our teachers and parents talk about needing a positive attitude and 
we have certainly witnessed people around display both positive and negative attitudes. Let’s 
talk about how we know if someone has a positive or negative attitude. 
 
 

Class Activity:  
Ask students to give some examples of observable behaviors that people demonstrate when 
they seem to have a positive attitude, as well as a negative attitude. Using a flip chart at the 
front of the room, divide the paper in half—one side for positive and one side for negative. You 
might need to get the conversation moving, so here are some examples of both types of 
behavior: 
 

What kinds of behaviors might you see for positive 

and negative attitudes? List as many as you can. 
 

Sample Answers: 
 
Behavior for Positive Attitudes Behavior for Negative Attitudes 

~ smiles at others around him/her 

~ enthusiastic to start a project 

~ interested in others’ ideas 

~ asks how he/she can help when they 

weren’t expected to 

~ doesn’t hesitate to help when others need 

an extra hand 

~ 

~ 

~ 

~ 

~ frowns at others around him/her 

~ complains about doing anything extra 

~ yells at a referee during a live game and 

calls him/her names 

~ complains about his/her mom, friends, 

siblings, teachers during work or school 

time 

~ constantly complains about other 

talking about him/her behind his/her back 

~ give up after the first try 

~ sarcastic, cynical remarks 

~ 
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Positive and Negative Attitudes 
 
A person’s attitude can directly affect his or her success in life, as well as how much he/she 
enjoys it. We have all heard our teachers and parents talk about needing a positive attitude and 
we have certainly witnessed people around display both positive and negative attitudes. Let’s 
talk about how we know if someone has a positive or negative attitude. 
 
 
 
 

What kinds of behaviors might you see for positive 

and negative attitudes? List as many as you can. 
 
Behavior for Positive Attitudes Behavior for Negative Attitudes 

~ smiles at others around him/her 

~  

~ 

~ 

~ 

~  

~  

~ 

~ 

~ 

~ 

~ frowns at others around him/her 

~  

~ 

~ 

~ 

~ 

~ 

~ 

~ 

~ 

~ 
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Attitude! 

 

It can get you fired….or save your job! 
 

What skills are important to employers….and what are the main reasons employers 

have for firing people? 

 

Here are some of the main reasons that employers feel it necessary to fire employees: 

 

40%    Attitude 

 

25%    Image and Appearance 

 

25%    Communication Skills 

 

10%    Job Skills 

 
 
 

 
- Attitude: Do you demonstrate confidence, enthusiasm and interest in what is going on 

around you? Are you on time or early? Do you seem interested in learning? 
 

- Image and Appearance: Do you wear too much perfume or cologne? Are your clothes 
wrinkled or inappropriate for the work environment? Is your hair combed and are do 
you have good personal hygiene? 
 

- Communication Skills: Do you look at the interviewer when you or they are speaking? Is 
your handshake firm and do you speak clearly? How is your posture and “body 
language”? 
 

- Job Skills: Do you know how to do the actual job you were hired to do or are you able to 
learn? 
 
 

  
It is easy to see why all of these are important to doing a job, but why do you think 
that attitude is a main reason for people getting fired?  
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Think abouT your aTTiTude… 

 

How hard is it for you to talk to other people when you are in a bad mood? Explain. 
______________________________________________________________________ 
 
______________________________________________________________________ 

 
______________________________________________________________________________ 
 
Have you ever used lack of sleep, stress, or other people as a reason for not being able to do 
something, or as a reason for not being very nice to another person? _____________________ 
 
______________________________________________________________________________ 
 
What kinds of activities or places do you use to de-stress or reset yourself when you are feeling 
anxious or upset? _______________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 

 

Think abouT This… 

 

In addition to keeping track of our own attitude, we also have some control of how we can 

impact other people’s attitude. Part of our role is helping others succeed and feel comfortable at 

work.  

What are some ways we can help improve another person’s attitude? 

~smile at them 

~ compliment them 

~ 

~ 

~ 

~ 

~ 

~ 
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Practice This! 

Scenario: 
You work in an office at a trucking warehouse.  
 
Your typical job is to help answer the phones, file paperwork, make copies and type information 
into the computer to track trucking deliveries. Your office is connected to the main warehouse 
where customer’s inventory is stored and where it is loaded onto the trucks when it is time to 
deliver it.  
 
Your boss has just asked you to learn how to drive the fork lift because they are short handed in 
the warehouse and he wants another person to be able to help out with loading trucks when 
needed.  
 
Can you think of two positive and two negative ways you could react to this situation? 
 
 
Positive Reactions:  
~ I get to learn how to drive a forklift!!! How cool is that? 

~  

~ 

~ 

 
 
  
Negative Reactions: 
~ Maybe he doesn’t like how I am doing my job in the office and wants me out of there. I 

am sure I will be fired soon. 

~ 

~ 

~ 

 
 
It is obvious that the positive responses in this exercise would be more productive, 
helpful and appropriate than the negative responses. However, it is often easier to 
respond negatively when we are nervous or scared about a situation. 

What are some ways that you can remind yourself to react positively rather than negatively?  
 
~ talk to others who tend to be positive thinkers 

~ 
~ 
~ 
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Class Activity 
 
Developing a positive attitude starts from learning to believe in one’s self. To believe in 
ourselves, we must first understand our strengths; strengths include what we have to offer and 
other sources of support in our lives. 
 
In this activity, you will be considering and sharing your personal strengths.  
 
Break participants into small groups—preferably with about four participants per group. Write 
the below statements on a piece of chart paper or else typed onto cards that each group can 
reference. Each group will have a die to roll. The below statements will correspond to each roll 
of the die. 
  Roll on a 1: I am thankful for… 
 Roll on a 2: Other people compliment me on my ability to… 
 Roll on a 3: I feel really good about myself when… 
 Roll on a 4: I feel really good about myself when… 
 Roll on a 5: I am proud of my ability to… 
 Roll on a 6: Something nice I recently did for someone else was… 
 
Each participant will take turns rolling the dice two or three times and complete the statements 
of the number they rolled. It works well for one person in the group to be designated a note 
taker who can write responses for each category that can be shared later. Also, participants can 
keep track of and write their own responses. The facilitator can decide this before beginning 
the activity.  
 

Summary:  
Discuss with participants how internal feelings have the ability to impact those around us. How 
do our internal feelings impact our attitude when around others at home, work or school? 
 
 

Optional Activity:  
YouTube has many videos available about how personal attitudes affect success. Here is one 
option: 
https://www.youtube.com/watch?v=mL0HLg0aN2Y 
 
 
 
 
 
 
 
 

https://www.youtube.com/watch?v=mL0HLg0aN2Y
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VII. Lesson Seven: Individual Work Ethic 
 

Teaching Materials: Duration: Learning Objective: 

What is Work Ethic? 
Discussion and worksheet 
 
Personal Reflection Activity 
 
“How to Decide” Discussion 
and “Action/Reaction” 
Activity 
 
Small group discussions 
 
Individual Ethics Guidelines 
and questions/scenarios 

20 minutes 
 
 
45 minutes 
 
30 minutes 
 
 
 
15 minutes 
 
30 minutes 
 
 

 Raising an awareness of 
what a personal work ethic 
is and how it defines one’s 
image at work.  

 Providing an opportunity to 
develop personal systems 
of workplace ethics 

Setting and Method: classroom discussion and individual/small group work 

 
 

Lesson Summary for Instructors: 
 
Work ethic is an area that students have been evaluated on since they started elementary 
school, they just might not have heard the term. This lesson starts with a discussion what what 
work ethic means as well as an opportunity for them to personalize its meaning. It is important 
for students to consider their own backgrounds and personal influences—some may have 
positive influences in this area, and others may have very negative ones. Students will want to 
consider what they can do to overcome any struggles they face when making ethical decisions 
and how those decisions can affect them at work.  
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What is Work Ethic? 
 
An individual work ethic is an employee’s attitude about their personal responsibility in how 
well he/she does his/her job. It takes a certain level of commitment to getting your job done 
every day, especially if no one is looking over your shoulder to encourage you, or sometimes 
prod you, throughout the day.  
 
Another way to consider work ethic is the amount of investment you have in a job. Even if you 
are working in a job that is an entry level position and not something that you consider a 
career, having a strong work ethic means that you will give the job 100% of you effort and 
ability.  
 

 

Think abouT This… 

 
 
1. How would you describe or define a positive work ethic in your own words? 
 
 
2. Why do you think a positive work ethic is so important to teachers and employers? 
 
 
 
3. Who in your life do you consider to have a positive work ethic? What does this person do 
that gives you this impression of them? 
 
 
 
4. What can you do to stay positive at work and/or at school, even if you are frustrated, bored 
or  
 
 
 
 
5. Who in your life did you learn your work ethic from?  
 
 
 
 
6. Do you feel your personal work ethic needs any improvement? In what areas? 
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Classroom Activity: Personal Reflection 
 
Ask the class to think of some positive personality traits and have students call them out while 
you write them on a flip chart for all to see. Examples might be: friendly, creative, honest, 
dependable, trustworthy, upbeat, polite, helpful, etc.  
 
Now, ask participants what these features might mean to an employer. For example:  

 Honesty means you can be counted on to do the right thing when no one is 
looking 

 Friendliness means you will help customers feel welcomed and co-workers feel 
included.  

Give each participant two sets of notecards—each set should be a different color.  
1. With the first color/set, participants should draw a picture of or write a positive feature they 
possess. On the other side of the card, the participants should draw a picture of write the 
BENEFIT (or why this feature would be important) to the employer. It would be ideal if each 
student could come up with at least five positive traits about themselves.  
 
2. With the second color/set of cards, participants should draw a picture of or write a feature 
that they are currently working on or would like to possess. On the other side of the card, 
participants should draw a picture or write how they will develop that skill. This could include 
an action plan of how to develop that positive feature. Ideally, each student would come up 
with at least three positive traits they would like to develop or hone. 
 
Depending on the group, this activity can be done individually or in groups of two or three. 
After the activity is completed, encourage each person or group to share one or two of each 
color notecard.  
 
A classroom discussion to summarize this activity should include how knowing and 
understanding our personal traits and skills directly affects our work ethic. We need to 
constantly remind ourselves and encourage ourselves to work hard and complete difficult tasks 
so that we can accomplish our goals. That motivation to complete work well and on time will be 
noticed and respected by employers and co-workers.  ` 
 
 

Small Group Discussion 
Divide the students into small groups and ask them to pretend they are all employers. As 
employers, ask them to write down ways they would evaluate their employees on positive work 
habits and good work ethic. What criteria would they use to determine if their employees had 
these traits? How would they reward employees who showed these traits and encourage 
employees who did not? 
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HOW TO DECIDE 
WHAT'S THE RIGHT THING TO DO 

 

Some decisions you make aren't terribly important. For example, you might decide to 
have chocolate ice cream instead of vanilla. But other decisions may involve a choice 
between right and wrong, and sometimes it's not easy to know what to do. Whenever 

you aren't sure what's the right thing to do, stop and think!  

 

Ask yourself these questions: 

What does my conscience—that "little voice" inside my head—say about it? 

Could it hurt anyone—including me? 

Is it fair? 

Would it violate the Golden Rule? (How would I feel if somebody did it to me?) 

Have I ever been told that it's wrong? 

Deep down how do I feel about it? 

How will I feel about myself later if I do it? 

What would adults I respect say about it? 

Am I willing to do the right thing, even if no one is around to see it? 

 

If you still can't decide, talk it over with someone you trust and respect. 

 

 

Adapted from: Copyright Elkind+Sweet Communications / Live Wire Media. 

Reprinted by permission. Copied from www.GoodCharacter.com. 

  

 

M 

o 

n 

t 

a 

n 

a 

 

Y 

o 

u 

t 

h 

 

in 

 

T 

r 

a 

n 

s 

i 

t 

i 

o 

n 



 

   pg. 62 

Action and Reaction 
 

Read each scenario and decide what the best reaction would be, showing a strong sense of personal 

integrity and ethics. How do you think YOU should respond to the situation? 

 

 
 
 
 

Action Best Reaction 

 
 
Your friend visits you at work and 
wants to talk about school and the 
football game last weekend.  

 

 
In the store you are working at, a case 
of glass bottles falls and several of 
them break. You are the only one in 
that area of the store at the time.  
 

 

 
Your boss told you three things you 
are supposed to complete before 
leaving work today, but you can only 
remember two of them.  
 

 

 
You are 15 minutes late for work and 
this is the third time you have been 
late this month. You know your boss is 
going to talk to you about it after your 
shift is completed today and you 
aren’t sure of the consequences. How 
can you try to resolve the situation? 
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VIII. Lesson Eight: Team Work Ethic 
 

Teaching Materials: Duration: Learning Objective: 

Teamwork discussion and 
personal skills list 
 
Teamwork considerations 
 
Minute to win it games 

20 minutes 
 
 
20 minutes 
 
40 minutes 

 Raising an awareness of 
what makes a team, what it 
means to work as a team 
as well as techniques to 
work successfully in a team 
environment.  

 How to evaluate and 
communicate personal 
leadership skills and other 
abilities 

  

Setting and Method: class discussion, group activity 

 
 

Lesson summary: 
 
Working in a team can be stressful for many people and students are often expected to work in 
groups or teams, without being taught how to do so. This lesson has some discussion items for 
students to think about as well as an opportunity for reflection of what skills they can offer a 
team.  
 
It is important for students to be reminded that at work, a team may take on a number of 
different forms—it may be a unit within a business and it may be ALL the employees at the 
business. Students will need to start looking at the world as an endless supply of opportunities 
for team work and how they can support those teams with their personal skills and strengths.  
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Team Work Ethic 
 
 
A team is a group of people working together on a shared project or task. Teams might be a 
group of people who ask to work together, or they might be assigned to work together. Either 
way, working in a team can be very challenging.  
 
There are many advantages to working in a team: sharing the workload, new ideas to share and 
having a group to belong to.  
 
There are many disadvantages and challenges to working in a team as well. It is sometimes 
difficult for individuals to see the credit for a successfully completed project to go to a team 
rather than him/herself. Also, there can be personality 
conflicts that arise in the process of teamwork: some 
people might have more domineering personalities that 
want to take over and other people might have less 
outgoing personalities and let others take over and do the 
work.  
 
Each of us bring different talents to the table when working 
together. One person might be artistic, one might be great 
with technology, while another might be a big picture thinker and know how to map out the 
vision of a plan.  
 
An effective team should have effective leadership. And, effective leaders need to understand 
the strengths and weaknesses of the team members so each person can have a role.  
 
 

What qualities do you bring to a team? Are you artistic, organized, helpful, good at 
math, etc.? Take a look at these qualities and put a check mark next to all the qualities 
that you think you are particularly good at. Write some more in the blanks if you can 
think of other ways you are helpful in a group effort? 

 
__ artistic  __ organized   __ good listener 
__ problem-solver __ considerate  __ respectful of others’ opinions 
__ truthful  __ computer skills  __ strong math skills 
__ creative thinker __ sense of humor  __ enjoys leading others 
__ reliable  __ hard-worker  __ good reading skills 
__ articulate (speaks well in front of others)  __strong writing skills 
 

Any other skills you can think of?    ______________    _______________   
 
 ________________        ______________          _______________           ________________ 
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Here are some ideas to consider when working in a team: 
 

1. Communicate! 
If you have a problem with someone in your team or at your place of work, let them 
know in a respectful way and work hard to resolve the conflict. Not saying anything will 
usually make matters worse and is bad for the team in the long run. 
 

2. Don’t blame others. 
People will lose respect for you very quickly if you are constantly blaming others for 
missed deadlines or work that isn’t done the way you think it should be. If you see a 
team member struggling, offer to help. If you are struggling, ask for help and don’t try to 
cover it up by pointing out others’ faults.  
 

3. Support other team members’ ideas. 
Even if the idea is the silliest idea you have ever heard, support other people’s ideas. 
Consider it and talk about its possibilities. People need to feel heard and chances are, if 
you support others’ ideas, they will support yours as well! 
 

4. No bragging. 
You can be proud of your accomplishments, but you need to be proud of your 
teammate’s accomplishments as well. If someone compliments you, say something 
along the lines of “Thanks, that means a lot!”, and leave it at that. Bragging is another 
way to hurt feelings and lose your team members’ respect.  
 

5. Listen actively and get involved.  
Make sure you are making eye contact, asking questions and paying attention when 
others are talking. Don’t be afraid to pitch in and help when others need it. Be a part of 
the whole process of your project or task, not just your one little assigned piece of it.  
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Class Activity 

Chances are, the youth in the class have had many opportunities to work in teams. Many classes 

in high schools offer opportunities for group projects or are set up to do labs with partners. 

Discussing with students about what works or doesn’t work for them in these situations is a 

great way to start this lesson.  

This activity is a fun way for students to practice and analyze their part in developing and 

implementing team decisions.  

You will need to group the class into groups of 5-7 people per group. 

Then, introduce this activity as a series of games. Once you describe the 

different tasks that need to be completed, it is up to each group to 

designate the jobs for each team member. You may also want to direct 

the group to think about what their roles should be while each of their 

team mates are completing their tasks and how they can be helpful and 

supportive during the competitions. 

The tasks that the teams will need to complete are based on Minute to Win It games. There are 

five example games listed below that involve a variety of skills types, but other games can be 

supplemented as well. An Internet search of Minute to Win It games will offer a plethora of 

options. When considering what games to play, consider the abilities in the classroom and 

make sure to have a diverse assortment of options. Some games are more open to modification 

than others, as well, in case contestants may need physical or sensory accommodations.  

To Play:  

Each game is timed for 60 seconds and a representative from each team should compete during 

each game. It works best to have the games completed at one designated area of the room or 

at one table, so that the instructor can determine winners and time the competitions.  

1. The Oreo Game: This game is best performed sitting down. Each contestant is given three 

Oreos. They will place one Oreo at a time on their foreheads and by using ONLY their facial 

muscles, attempt to move the Oreo down their face and into their mouths. If an Oreo drops, 

they should pick up another Oreo and try again. The first person to have an Oreo reach his/her 

mouth wins the game. Hands may only be used for putting the cookie on the forehead and not 

in aiding the movement of the cookie down the face.  

2. Candy Corn Stacking: each contestant will be given 10 candy corns and will be instructed to 

stack the candies in as tall of a tower as he/she is able. They may not build a base of more than 

one candy corn. The person who is able to stack the most candies within the 60 seconds is the 

winner.  

3. Cotton Ball Race: Each contestant is given a paper soup bowl, a plastic spoon and 12 cotton 

balls. The cotton balls need to be spread out on the table in front of each contestant. In 60 
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seconds, they are to spoon as many cotton balls into each of their bowls as they can. Depending 

on the students, you can decide if they should use their non-dominant hand or their dominant 

hand to complete the task. However, the hand they are not using needs to be behind their 

back.  

4. M&M Sorting: Each contestant is given a plastic cup for each color (6) and approximately 15 

candies of each color (a typical bag includes brown, green, blue, red, orange and yellow). They 

need to arrange the cups on a table in front of them and dump the candies (mixed up) on the 

table in front of them as well. In 60 seconds, each contestant is to sort the candies BY COLOR 

into the cups, using their NON_DOMINANT hand. Each person’s dominant hand should be 

behind his/her back. The person who finishes first or who has the fewest candies remaining is 

the winner.  

5. Pasta Threading: Each contestant is given one regular spaghetti noodle and six penne 

noodles. The penne noodles are placed in a row on the edge of the table, with the openings 

facing toward the person. The object is for each contestant, while holding the spaghetti noodles 

in their mouths, to thread all six penne noodles onto the spaghetti noodle. Contestants may 

NOT use their hands, and will most likely need to be sitting on the floor or on their knees so as 

to be eye level with the penne. The person who gets all six penne noodles threaded first, or the 

person with the most threaded in 60 seconds, is the winner.  

 

Summary 

After all the games are completed, engage the students in a discussion about how they decided 

as a group who was going to do what game. Did they have any trouble deciding since only one 

person from each team could play a game? Did they have to make compromises? Is there 

anything else they would have done differently next time? 

This is a fun example, but it is a great way to demonstrate who we evaluate our own skills and 

the skills of others to determine who is the best fit for each job and that there are sometimes 

considerations that need to be made when working in teams, besides just what we would like 

to do most or what we are comfortable doing.  
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IX. Lesson Nine: Organizational Skills 
 

Teaching Materials: Duration: Learning Objective: 

Organizational skill 
identification discussion 
 
Establishing priorities—
discussion and class activity 
 
Time keeping discussion and 
small group case study 
discussion 

15 minutes 
 
 
20 minutes 
 
 
30 minutes 

 Raising an awareness of 
what organizational skills 
are, why they are 
important, and what skills 
an employer might require 

 Increase understanding of  
how and why to prioritize 
tasks at work 

 Raising an awareness of 
the importance of time 
keeping 

Setting and Method: classroom discussion and small group case study discussion 

 
 

Lesson Summary for Instructors: 
 
Organizational skills is a vast topic that will need to be customized depending on the students in 
the class. This lesson touches on time management, setting priorities, as well as understanding 
that necessary organizational skills may vary depending the job or situation. Instructors may 
want to investigate individual needs of students to determine if other topics regarding personal 
organization may need to be included in these lessons.  
 
This is a topic that is difficult to impress upon some students, until they have firsthand 
knowledge or experience of how personal organization can impact them. Some employees are 
written up or lose their jobs because of tardies or absences, but struggle to internalize the need 
for how to change this behavior. Having students hear from employers about how they handle 
absences at work and why it impacts their business is a great reinforcing message to the lessons 
taught in the classroom.  
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What are Organizational Skills? 
 

Organizational skills are the skills that allow us to function at work, in school and with our extra 
activities. These skills include the ability to be on time, keep a daily planner, be prepared and 
knowing what to expect for upcoming situations. How many times have we heard our teachers 
say that we need to come to class prepared? Usually this includes having the right text book, 

some papers and a pencil. Believe it or not, your teacher was trying 
to help you be prepared to get a job.  
 
Employers expect you to come to work prepared; this includes 
having the right clothing and/or tools, being places on time and not 
having to waste work time in order to become prepared.  
 
When your teacher asked you to be prepared for class, it might 
have been annoying and it may have seemed like you were being 
treated like a child.  
 

However, think about it from an employer’s perspective. If you work for a construction firm and 
you don’t have your tools, protective clothing, lunch and water, then that employer is losing 
money while you are getting prepared to get to work. Every minute that its employees aren’t 
working, is lost earnings, which means less money to pay the employees.  
 
Now, think about what organizational skills an employer would expect if you worked in an 
office? If part of your job was to answer the phone and you didn’t write down a message 
correctly, or lost the message entirely, that can cost that employer time, money and possibly a 
problem with reputation as well.  
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Think abouT This… 

 
All jobs have a set of organizational skills needed to do the job well. Think about these jobs and 
decide what these individuals have to do to keep their professional lives organized so they are 
successful.  

 

Occupation Organizational Skills Needed 
Teacher ~ 

~ 
~ 
~ 

Carpenter ~ 
~ 
~ 
~ 

Secretary ~ 
~ 
~ 
~ 

Welder ~ 
~ 
~ 
~ 

Auto Mechanic ~ 
~ 
~ 
~ 

Biologist ~ 
~ 
~ 
~ 
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Setting Priorities 
 
Prioritizing tasks and responsibilities during the day is another important organizational skill.  
Here are some things to consider regarding establishing priorities: 
 

1. In order to know how to assign priority, you need to know how important various 
tasks are not only to you, but to your supervisor and co-workers.  
If something doesn’t seem very important to you, but another person is waiting for you 
to finish it, then that task needs to have priority. 
 

2. How big are the tasks or projects that you need to complete?  
If they are more complicated projects and need more time, make sure you leave enough 
time to complete that time consuming project as well as other smaller projects. If you 
have a larger task to complete, break it down into smaller steps and plan how and when 
to complete them.  
 

3. What are the consequences for not completing tasks on time?  
This shouldn’t be your only rational for prioritizing, but certainly needs to be considered.  
 

4. How much time do you have to complete your expected duties? 
 In that time period, how much time do you need to allow for unplanned responsibilities 
(i.e. customers coming into the store, equipment breakdowns, etc.)? 
 

 
 

 

Think abouT This… 

 

Can you think of any other ways that would help you decide your own priorities? 
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Think abouT This…. 

 
Below is a list of tasks that an office clerk needs to complete. Taking all of the above ideas and 
guidelines into consideration, look at the following list that might be part of an office job and 
decide which: 
 
(I) Should be done immediately or as soon as possible 
(T) Should be done some time during today 
(F) Could be done today if you have time, but could also wait for tomorrow 
 
Put an I, T or F in front of each task, depending on how much of a priority you think it is. 
 
__ handing out the mail that the mailman just dropped off 
__ typing the letter your boss gave you to prepare for his attorney 
__ putting the message on your boss’ desk from his accountant 
__ ordering pens, paper and a printer cartridge from the local office supply company 
__ taking the billing statements to the post office to be mailed 
__ dusting the tables and lamp in the waiting area 
__ returning the message left on your cell phone from your best friend 
__ filing the statements received in the morning mail 
__ making hotel arrangements for you and a co-worker to attend a conference out of town 
__ cleaning and organizing the top of your desk 
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Time Keeping 

 
Another very important organizational skills is time keeping. Time 
keeping is having a strong understanding of what time it is now, how 
much time is needed for different parts of your day, and how much time 
you have to complete different tasks and jobs.  
 
Being on Time 
 
The issue of being late is probably one of the main complaints you have heard from teachers 
and supervisors when they are unhappy with another person. Tardiness can be a major issue 
with employers because lost time is lost income for employers and can be a reason that 
employees have issues or are fired at work. If something unexpected comes up, call your boss 
and let him/her know about it so they are not wondering what happened to you. However, 
keep in mind that if they get these calls very often from you, their patience will run out, and so 
might your job! 
 
There are many reasons why you might be running late. Can you think of a few? 
 

~ alarm didn’t go off 

~  

~  

~ 

~ 

~ 

 

These are reasons why you might OCCASIONALLY be late. You are going to have a problem if 
your car won’t start every other day. Or if your alarm clock never seems to work right.  
 

 
So, take another look at your list for what can make you run late and think about what 
you can do to help yourself always be ON TIME? 
 
 

~set two alarms, in two different parts of my room 
~ 
~ 
~ 
~ 
~ 
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How do you compare? 

 
In small groups, read over and discuss the following case study. 
 

Susan wakes up at 6:30 AM and gets out of bed. She is pleased with herself 
that she actually got out of bed without her mother yelling at her to get 
moving before they are late. She has always had a hard time waking up in the 
morning and usually didn’t wake up on her own. Susan generally relied on her 
mother to wake her up and get her moving to be out the door at 8:00 AM. This 
morning, since she had extra time, she decided to treat herself to some toast 

and hot chocolate for breakfast. She went to the kitchen and prepared the meal, and then 
decided she was feeling generous and made the same for her mother. She delivered the 
breakfast to her mother and went back to her bedroom to get ready.  
 
Susan looks in her closet and evaluates her options of what to wear that morning. She has extra 
time today, and decides to really dress up and look nice. She tried five different outfits on and 
settles on a skirt, top and slip on shoes. This process of finding the right outfit took her about 20 
minutes.  
 
Now that she has a cute outfit, it is time to take care of her hair. Susan decided that a 
complicated braid was just the hairstyle to match the outfit and went to work at sectioning her 
hair and working on the braid. The first two attempts weren’t what she was hoping for, but the 
third attempt made her happy and was able to fasten it into place after 25 minutes. Susan 
heard her mother yell that she 10 minutes left before they needed to leave the house. She 
yelled back to her mother, “OKAY!” 
 
Susan is so happy about how she looks and about getting up early, that she decides to reward 
herself with a game of Scrabble on her phone. She heard her mother call again, saying it was 
time to get in the car. Susan was shocked! She had barely even touched the breakfast she made 
earlier, hadn’t brushed her teeth yet, nor gotten her backpack put together for school (even 
though her mother had asked her to the night before).  
 
Susan heard her mother close the front door behind her as she went to the car, so Susan 
rushed through the house, grabbing her school books, back pack and tennis shoes for school 
and ran to get in the car with her mother.  
 

  



 

   pg. 75 

 

What do You Think? 

 

 

 
1. What are some things that caused Susan to be late? 

 
 
 
 
 

2. What are some things that Susan could have done the night before in order to help her 
morning run more smoothly? 

 
 
 
 

3. Describe what things she could have done differently that morning to improve her 
routine and time keeping skills?  

 
 
 
 
 

4. Do you have any of the same issues with time keeping that Susan has?  
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X. Lesson Ten: Workplace Conduct and Professionalism 

Teaching Materials: Duration: Learning Objective: 

Classroom discussion on 
professionalism 
 
Personal improvement plan 
for professionalism 
 
Ethical scenarios 

30 minutes 
 
 
15 minutes 
 
 
20 minutes 

 Students will understand 
the meaning of 
professionalism and how to 
determine what is 
appropriate workplace 
conduct 

 Students will review their 
own skills and develop 
goals for improving 
personal professionalism 
 

Setting and Method: Classroom discussion, group discussion and individual work 

Lesson summary: 
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How do you rate? 
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